
Discipline Review
TO BETTER UNDERSTAND THE STATE REQUIREMENTS IN REGARDS TO 

DISCIPLINARY CODES AND SANCTIONS



Initial Report Entry

Log Type should always be under Discipline.

➢ The Initial Date & Time will be automatically 
entered by the system.

➢ The major thing to be aware of is the Log 
Type. Discipline and Discipline-ExtraInfo are 
two separate categories as one is reported 

to the state and the other is not. 

➢ Discipline is the correct type to put in when 
initially reporting an event and sanction. 

*If the above occurs, you would go into one of the log 

entries and change the log type from saying “Discipline” to 
say “Discipline-ExtraInfo”.*

❖ Discipline-ExtraInfo is for instances 

where an incident report was filled out 

twice for the same student causing a 

duplicate within the system. 



Examples of Duplicate Information

❖ Both images are examples of how a Duplicate can occur within the system. 

❖ In the above image, what is in yellow was never completed but the student number is the same. So it cannot 
differentiate if these are two separate occasions and this needs to be fixed.

❖ In the below image, the student number, date of offense and incident time are all the same showing a clear repeat 
report . In this case, one of those reports needs to be logged under as Discipline-ExtraInfo instead of Discipline. 

Red Highlight = 

Duplicate Information



Examples of Missing Information

❖ In the above and below image are frequent information that is often missing from discipline 
logs. In order to have a correct and completed log, all the information highlighted and talk 
about throughout this PowerPoint NEED to be filled in. 

Yellow Highlight= 
Missing Information



State Information: Part One 

➢ To correctly input this information, please refer to the following instructions: 

➢ Include in State Reporting: Should always be marked YES.

➢ Local incident Number: Is required to be entered. Please click Generate ID to have the number show up. 

➢ When there is more than one student involved in the incident, you are to click on “Generate ID” for the first student you are
entering and then use the same Id that is shown, for the rest of the students involved. This will prevent the incident from 
being viewed as several separate occurrences when it in fact only occur once. Please keep in mind that this is the only way 
to link more than one student in an incident since you cannot enter another students’ information in the description box.

➢ Date of Offense & Time of Incident: For these two sections, you are to manually put in the information as it is not auto-

generated. 

➢ Please watch for typos as this section of date and time are the most common errors for Discipline. 

➢ Connecticut State Information is a section that will automatically pop up once the author puts 
Discipline as the Log Type.



State Information: Part Two

❖ Incident Type(PRIMARY): Is required to be filled in, the drop down shows all the codes with a brief description 
on the side of each code.

❖ An Incident can be described as; the event that took place. In other words, fighting.

❖ Weapon Involvement: This is required to be filled in if the Incident Type is weapon related.

❖ Substance Involvement: This is required to be filled in if the Incident Type is Drug, Tobacco, or Alcohol related.



State Information: Part Three

❖ Each Incident Type that is reported *Must* have a victim identified.

❖ For offenses involving more than one victim type, include all applicable types.

❖ *If the incident is one where the student harms themselves or is causing a general and not 
directed disturbance, you would chose” Victim- Other Student”.*



State Information: Part Four

❖ When a student is referred for expulsion because of an arrest that happens outside of 
school, the incident should entered as a School Policy Violation and follow the example 
above.



State Information: Part Five

❖ Location of Offense: Is required to be entered. Please use the drop down option to see the options that are acceptable to use.

❖ School Sponsored Activity: will be marked as yes unless the incident that occurred, did not happen on School Grounds. 

*For example: Incident occurred on the weekend at a playground.*

*For Bullying Flag, please proceed to the next slide to view what to do*



Bullying Flag

❖ Bullying Flag: Please reference the table on 
the right to ensure you are placing the correct 
answering for a Bullying Offense. 

❖ If you select, “Yes – Non-Protected Class” be 
sure that the instances falls within these 
classes: Education Level, Economic Class, 
Social Membership, Illegal or Undocumented 
Aliens, and/ or People with Criminal Records. 

❖ This is the last part of the report and it reflects back 
to the bullying flag if you clicked “Yes- Protect 
Class”.
❖ Here is where you pick which class or classes 

were affected in the incident. 



State Information: Part Six

➢ Education Provided: Is required to be filled in. In most cases, it will be “No Education Provided”, but if 
the student received OSS as the Sanction then the student would be completing school work at 
home. 

*Sanction Type will be explained in the next slide.*

➢ Number of Days Sanctioned: Is required to be filled in with the number of days the sanction requires. 
➢ Number of Days Served: Is required to be filled in with the number of days sanctioned that have 

been served.
➢ Number of Days to Carryover: Should be ZERO unless the student is expelled or has a sanction that 

will cross into the next school year.

*The Number of Days Served or the Number of Days to Carryover should not be a higher number than 
the Number of Days Sanctioned, this is a common error that shows up.*



Sanction Type

❖ Sanction Type: Is described as the consequence for the incident that took place.

❖ Please remember that “Removal From Class” that extends past 90 minutes, is considered an ISS and 
needs to be sanction as such.



More Sanction Types



➢ Incident Type – Part 2: This is conditional. Not required to be filled in, unless the student committed 2 
offenses within the same incident. 

➢ Education Provided- Part 2: Required to be filled in only if this is a Sanction Type – Part 2.
➢ Sanction Type- Part 2: This is independent from Incident Type- Part 2. It can be used if a student’s sanction 

has been elevated. 

*For example, a student received 3 days of ISS for an incident, skips the ISS and it gets changed to 3 days OSS, in that case the
Sanction Type (Part 1) would be ISS, the Sanction Type (Part 2) would be OSS.* 

➢ Number of Days Sanctioned: If Sanction Type – Part 2 is filled in, then this is required to be filled in as well. 
➢ Number of Days Served: If Sanction Type – Part 2 is filled in, then this is required to be filled in as well. 
➢ Number of Days to Carryover: If Sanction Type – Part 2 is filled in, then this is required to be filled in as well. 

State Information: Part Five



Data Management’s Breakdown for Incident & Sanctions

❖ If there is an instance where there are more than two incidents that occurred and 
more than 2 sanctions that can be given. Please pick the two most important and 
appropriate ones to go in the report.



State’s Breakdown for Incidents & Sanctions



➢ Referring Party: Required to be filled out. Common error that this is left blank. 

➢ Please see slide 15.

➢ Party Taking Action: Required to be filled out. Common error that this is left blank. 

➢ Please see slide 16.

*Please refer to the next slide to view the appropriate parties that can be placed in each section depending on the Incidents. *

➢ Incident Tracking Number (ITN): Do not touch. This portion is for the State to assign.

State Information: Part Six



Referring Party



❖ The Office of The Assistant Superindent is the only office that handles 

expulsions as shown below.

Party Taking Action


